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Points of Contact 
 

Christine Stringer - Division Chief 

(337) 531-2368   christsine.stringer.civ@mail.mil 

 

Debbie Ratcliff- GPC Agency Program Coordinator 

(337) 531-2322   debbie.h.ratcliff.civ@mail.mil 

 

Evonne Hogue - GPC Alternate Agency Program Coordinator 

(337) 531-4236   betty.e.hogue2.civ@mail.mil 

  

FAX: (337) 531-2199     DSN:  863-2199 

  

MICC Fort Polk 
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Single Card Solution 

The Government Purchase Card (GPC) Program is in the 

process of migrating from the General Fund Enterprise 

Business  System (GFEBS) to the  GFEBS Single Card 

Solution process.   

 

Ft Polk GPC is scheduled to commence the GFEBS Single 

Card Solution implementation on 20 June 2013 (Wave-2). 

 

Additional Training will be mandatory for all Billing Officials 

(BO) and Cardholders (CH). 

3 
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Cell Phones 

• Please turn cell phone ringers off or on vibrate to 

reduce the number of distractions during the class. 

• Please no texting during the class. 
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Agenda 

• Purpose 

• References 

• Roles and Responsibilities 

• Special Topics 

• Improper use of the GPC 

• Liability 

• Program Setup 

• Mandatory Sources 

• US Bank Access On Line (AXOL) Registration and Training 

• US Bank Access On Line (AXOL) Certification  
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Purpose 

The purpose of this training is to; 

1) provide an overview of the GPC program 

2) define individual roles and responsibilities 

3) meet regulatory requirement 
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       Purpose of GPC 

     

 To provide a method for procurement and non-procurement 
personnel to purchase supplies which do not exceed the micro-
purchase threshold(s) of; 

                                                     

 $3,000.00 for supplies/equipment                                 
$2,500.00 for services                                     
$2,000.00 for construction  

  

 With additional training, written appointment and approval from 
MICC Fort Polk, purchases may exceed single micro-purchase 
thresholds, but by law cannot exceed $25,000. Purchases 
above the micro-purchase threshold must be made against 
existing contracts such as through GSA or CHESS. 
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a. Federal Acquisition Regulation (FAR), Part 13 “Simplified 

Acquisition Procedures”  

b.  Federal Acquisition Regulation (FAR), Part 8 “Required 

Sources of Supplies and Services” 

c. Defense Federal Acquisition Regulation Supplement (DFARS) 

      Part 213.301 “Government-wide commercial purchase card”  

d. Army Federal Acquisition Regulation Supplement (AFARS), 

Part 5113.2 “Simplified Acquisition Procedures”  

e.   Army Federal Acquisition Regulation Supplement (AFARS), 

Part 5113.270(a), “Actions at or Below the Micro-Purchase 

Threshold” 

f. Treasury Financial Manual, - Vol. I, Part 4, Ch. 4500, 

      “Government Purchase Cards”  
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References 

g.  Department of Defense (DOD) Financial Management 

     Regulation (FMR) Vol. 10, Ch. 23, “Purchase Card Payments”  

h.  DOD FMR Vol. 10, Ch. 23, Annex 1, “Purchase Card 

     Certification Statements”  

i.   DOD FMR Vol. 10, Ch. 2, “Discount Offers and Rebates 

     Refunds”  

j.   DOD Government Charge Card Guidebook for Establishing 

     and Managing Purchase, Travel, and Fuel Card Programs 

(DOD Guidebook) 

k.  OMB Circular No. A-123, Appendix B Revised 

l. Department of the Army Government Purchase Card 

Operating Procedures 

m. MICC Fort Polk Government Purchase Card Standard 

     Operating Procedures. 
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Roles and 

Responsibilities 
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A/OPC Hierarchy 

Level  3 – MICC HQ 

Level  4 - MICC Fort Polk 

Level  2 - DA 

Level  5 - BO 

Level  6 - CH Level  6 - CH Level  6 - CH 

Level  1 - DoD DoD GPC Joint Program Management Office 

Army Agency Program Coordinator 

MICC Agency Program Coordinator 

MICC Fort Polk Agency Program Coordinator 

Billing Official (BO) 

Alternate Billing Official (ABO) 

Cardholder (CH) Cardholder (CH) Cardholder (CH) 

GOVERNMENT PURCHASE CARD 

HIERARCHY 
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Minimum Personnel Required for Unit/Activity GPC Program 

 

• One Prime Billing Official (BO) 
 There can only be one Prime BO per account 

 Prime BO’s are limited to no more than seven (7) cardholders per 
account. The exact number is based on ability. Recommend one (1) 
Billing Official to two to three (2-3) Cardholders. 

 

• Must have one Alternate Billing Official (ABO) 
 Currently, there is no limit on number of ABO’s      

 

• Cardholder (Two cardholders are preferred in order to have 
flexibility) 

 

 

 

 

Span of Control Minimum Requirements 
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• Billing Officials are responsible for all Cardholder spending 

levels and actions on their account 

 
 Provide written approval/disapproval of purchases to Cardholder 

 Reconcile invoices and certify billing statements timely 

 Ensure Cardholders fulfill their responsibilities by conducting compliance 

reviews 

 Report questionable transactions to the A/OPC 

 Recommend in writing appropriate GPC limits to the RM/G-8 and A/OPC for 

their Cardholders 

 Review Cardholders billing statement and approve if they are unavailable 

 Identify and communicate discrepancies to the bank’s transaction dispute POC 

 Retain an electronic (printable) or manual copy of each billing statement with 

       all supporting documentation 

 Review and reconcile Cardholder statements against receipts  

 Notify the A/OPC 30 days in advance of Cardholders departure 

 

         Billing Official Responsibilities 1 of 2 
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 Notify the A/OPC of lost or stolen cards 

 Certify billing statements within 5 days of the end of the cycle 

 Ensure designation of the proper Line of Accounting 

 Ensure an Alternate Billing Official is appointed 

 Ensure adequate funding exists prior to approving a purchase 

 Work with the bank to resolve payment issues 

 Perform an annual review of Cardholder files using the checklist in  

      11-2-R, Appendix D of the Army GPC SOP 

 Ensure items are accounted for on Property Book or Hand Receipt 

 Do not exceed single purchase limit 

 Do not exceed monthly limit 

 Do not permit split purchases 

 Do NOT Leave Your Unit Without Cardholders. Cardholders must have 

a primary BO in order to have active accounts. If You are leaving your 

Duty Station as a primary BO, a new primary must be in place before 

you leave or we will be required to suspend all cardholders.  

 

         Billing Official Responsibilities 2 of 2 



UNCLASSIFIED 

UNCLASSIFIED 
15 

• Cardholders are individuals who are given delegation of 

authority by MICC – Fort Polk to purchase essential mission 

related supplies and services with the Government Purchase 

Card. 

 Make authorized purchases 

 Collect and maintain required documentation 

  Maintain files and records 

 Rotate merchants when practicable 

 Verify independent receipt and acceptance of goods and services 

 Verify the establishment of the legitimate government need 

 Comply with required sources  

 Far Part 8 and DFARS 208 

 Utilize Mandatory BPAs for office supplies 

 Comply with Section 508 of the Rehabilitation Act 

 Comply with FAR Part 23 Environmentally Preferable Purchasing  

 

      Cardholder Responsibilities 1 of 2 
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 Obtain required pre-purchase approvals 

 Verify receipt/acceptance of purchased goods or services 

 Review and reconcile monthly statements 

 Resolve unauthorized, erroneous, questionable transactions 

 Dispute questionable transactions with the bank dispute POC 

 Notify the BO of questionable transactions 

 Maintain physical security of the Government Purchase Card 

 Notify the A/OPC of lost or stolen card 

 Maintain the purchase log 

 Ensure funding is available prior to purchase 

 Coordinate with PBO prior to making purchase 

 Notify the BO if you will be unavailable (Leave, PCS, etc) 

 Provide the BO with your files prior to your departure 

 

      Cardholder Responsibilities 2 of 2 
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Property Accountability 

1) All personnel who are entrusted with the procurement of Government 

property are responsible for its’ proper custody, safekeeping and 

accountability. 

2) Before purchase, the cardholder is required to coordinate with their PBO to 

determine the accountability classification requirements. (Durable, 

expendable, etc.) 

3) Attach hand receipt (HR) or property book record documentation to GPC 

Purchase Order Request. All non-expendable property for GPC purposes, 

is accountable.  

4) Non-expendable items not accepted by PBO must be on a DA 3161 or DA 

2062 Hand Receipt. The HR must be attached to the GPC Purchase Order 

Request. 

5)     In no case shall the CCO, PBO, or any Level 4 A/OPC or Alt also be a CH, 

BO or KO who is making contact payments with a GPC or executing GPC 

purchases.  It is highly recommended that a CH, who is also a hand receipt 

holder, not purchase property for their own use.  
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• Items are Recorded in the Property Book Because They 

 Require Heightened Accountability: 

Property Listed on the MTOE, TDA, and JTA 

Property Obtained Through Rental or Lease Contract (Over 

 $2500.00 and more than six months) 

Organizational Colors, National Flags, Foreign Flags, State  

Flags 

Property at the Discretion of the Commander or PBO 

Governed by AR 710-2, AR 735-5 

 

Property Accountability 



UNCLASSIFIED 

UNCLASSIFIED 
19 

Certification 

• The Billing Cycle ends on the 19th of each month. 
 
• The Cardholder must approve and the Billing Official must 
electronically certify the statement within five calendar days after 
the cycle closes. This must be completed NLT the 25th of each 
month.  
 

• If the Cardholder is not available the BO must complete both 
actions. 
 

• If the account is not approved and certified by the 25th of the 
month all accounts under the BO will be suspended until certified.  
 

• Repeated occurrences of untimely certification will result in either 
the Cardholder, Billing Official, or both being terminated. 
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• Government Purchase Card A/OPC will Suspend Accounts for 
failure to certify 5 days past the due date  

 

• Chain of Command will be notified if account is not certified 
within 15 days past the due date  

 

• BO account that has a Past Due Payment or failure to certify  
180 days past the due date will result in the Bank suspending 

      the entire installation GPC program.  

 

 **Accounts will be closed permanently if more than two 
suspensions occur within a 12 month period** 

GPC Account Suspension Policy 
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Account  Audits 

 

 Example of -- Compliance 

with Policy & Procedures 

– Mandatory Sources of 

Supply 

– Split Purchases 

– Timely Certification 

– Delegation of Authority 

Letters 

– Purchase Order Request 

and Supporting Documents 

– Training Certificates 

– Personal purchases 

– Rotate Sources 

– Access logs completed 

 

BO accounts audited on an 

annual basis –  

Requested audit records 

may be previous BO’s GPC 

records  

• Audits may be inspected: 

a) (hard copy) – books 

b) (electronic) – via email 

and administratively (minimal  

GPC activity) 
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• Example of – NON COMPLIANCE: 

• No Alternate Billing Official 

 

• Overdue refresher training  

 

 

• Missing supporting documentation 

for purchases 

 

 

• Billing Official PCS’d…GPC office 

not notified 

 

 

• HOW TO FIX? 

• Assign Alternate Billing 

Official(s) 

• Review GPC personnel 

training records and ensure 

refresher training is within a 

year 

• Provide supporting 

purchasing documentation 

and property book 

accountability signatures 

• Notify GPC office of BO’s  

scheduled departure (and 

transfer or hold records for 

next BO)  

 

 

Account  Audits (Common Issues) 
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• Utilize Mandatory Sources 

– Supply System, DA BPAs/Base Supply System  (Ability One) 

for office supplies.  

• Split Purchases 

• UAC / Ratifications 

• Single Purchase Limit Increases 

• Training MUST be approved prior to class. 

 

 

 

Account  Audits (Common Issues) 
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Special  

Topics 
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  Heraldic Items 
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  Heraldic Items 

 

  Procurement of Organizational Colors 
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Insignia, Crests and Badges may only be purchased from either 

Clothing Sales or one of the Certified Manufacturers listed on the 

Department Of Heraldry website.  (Currently 240 total on list.) 

 

  Heraldic Items 
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 DLA Document Services (Formerly DAPS) 

http://www.documentservices.dla.mil/ 

http://www.documentservices.dla.mil/
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If you have printing/copying requirements that exceed your organic capability 

and the Fort Polk Visual Information Training Support Center (TSC) cannot 

support your requirement then you must use DLA Document Services. If DLA 

Document Services cannot support your requirement they will provide a waiver 

to seek commercial services. 

 

DLA Document Services is the MANDATORY SOURCE for all printing 

The Federal Acquisition Regulation (FAR) Subpart 8.8 states that printing 

 must be done by or through the Government Printing Office (GPO) (44 

U.S.C. 501).  FAR 8.802 prohibits directly contracting commercial sources.   

 

** Cardholders who go directly to commercial sources without DAPS authority 

 will be held pecuniary liable for the cost of unauthorized printing. NO printing 

 authorized at any other printing merchants.** 

 

 

 

 DLA Document Services (Formerly DAPS) 
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Construction 

Construction, alteration, or any changes to real property, repair of 

buildings (painting, carpeting, repair of stairway, concrete work 

etc). No change or alteration will be made to any building or 

structure, whether new or existing, without first coordinating with 

Directorate of Public Works (DPW). 

 

  

 

 

Must have prior DPW Approval 
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Rental Vehicles 

Prior to renting a vehicle, you must receive a waiver from TMP. 

Fuel for vehicles may not be purchased on the GPC.  

 

  

Must have prior DOL (TMP) Approval 
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Unit/Commander Coins 

Unit Coin Medallions (UCM) Policy 04 Aug. 2006 

 

• UCMs are custom minted coins that are presented by an authorized 

individual as an on-the-spot recognition for exceptional service or 

accomplishment.  

• FORSCOM Units can NOT spend more than $5,000 on UCMs in any one 

Fiscal Year unless they have Chief of Staff, FORSCOM, approval. (Remember: 

Purchases of UCM’s in excess of $3,000 must be executed through a formal 

contract. See MICC – Fort Polk for additional guidance.  

• UCMs can NOT be given to Contractors. UCMs can be given to any 

Soldier, DA Civilian employee, or volunteers. 

 

**Unit is defined as Battalion Level or above 
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Training 

   

• The GPC shall be used as a method of payment for all 
commercial training $25,000 and below. (Department of the 
Army Government Purchase Card Operating Procedures 
dated 23 February 2012 )  

 

• Training Procedures & Inclusions 

 Contact GPC A/OPC for approval of purchase. Contact  
Resource Manager to verify funding is available (RM 
signs PR) 

 

 You must have approval from A/OPC in writing and 
include it in your file for this purchase. 

 

 All cardholders must have additional training to make 
purchases in excess of $3,000. 
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Over $3k Purchases 

• Can only be authorized in the following 

situations: 

– Against existing Government contracts.  GSA 

Advantage and CHESS are the most common. 

– All Commercial off the Shelf  training up to $25,000 

will be paid using the GPC when the vendor accepts 

credit card. 

– The vendor that has a GSA or CHESS contract must 

also have the item you are purchasing on the 

contract. 

– NOT ALL CARDHOLDERS HAVE THIS 

PURCHASING AUTHORITY 
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• Green Procurement:  Part of Your Card Holder 
Responsibilities  
 

• Green Procurement means showing preference for products 
and services that benefit the environment, such as: 
– Made with Recycled Content 

– Biobased  

– Environmentally Preferable 

– Energy Efficient 

– Alternative Fuels or Vehicles  

– Lacking in Ozone-Depleting Substances (ODS) 

– Without EPA Priority Chemicals 

Green Procurement 
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• The DOD Green Procurement Program was 
established in August 2004 (Revision 1, dtd August 
2006) 
 

– Requires that green products and services be considered 
as first choice for all procurements 

– Assigns responsibility to virtually every DOD employee 

– Requires implementation at organizational level where 
initial purchasing requirements are defined 

– https://www.denix.osd.mil/demix/Public/ES-
Programs/pollution/Procurement/GPP/gpp-intro.html 

Green Procurement 

https://www.denix.osd.mil/demix/Public/ES-Programs/pollution/Procurement/GPP/gpp-intro.html
https://www.denix.osd.mil/demix/Public/ES-Programs/pollution/Procurement/GPP/gpp-intro.html
https://www.denix.osd.mil/demix/Public/ES-Programs/pollution/Procurement/GPP/gpp-intro.html
https://www.denix.osd.mil/demix/Public/ES-Programs/pollution/Procurement/GPP/gpp-intro.html
https://www.denix.osd.mil/demix/Public/ES-Programs/pollution/Procurement/GPP/gpp-intro.html
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• Affirmative Procurement (AP) is a mandatory program 
requiring federal procurement actions to give preference to 
products made with recycled or biobased materials when 
the purchase includes designated items 

 
– Procurement actions include purchases made directly by a procuring 

agency and purchases made directly by any person (e.g., a 
contractor) in support of work being performed for a procuring 
agency (40 CFR 247.2) 

 

– Designated items are products EPA has identified in the 
Comprehensive Procurement Guidelines (CPG) that can be made 
with recycled materials, or products that the Department of 
Agriculture has designated in the biobased program  

Green Procurement 
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 Paper (including copy paper, computer paper, envelopes, index cards, 

folders) 

 Office products (such as binders, clipboards, portfolios, printer ribbons, 

plastic desktop accessories) 

 Trash bags   Toner Cartridges 

 Awards and plaques  Signs  

 Sorbents   Latex paint 

 Antifreeze   Lubricating oils 

 Office recycling containers Office waste receptacles 

 Sanitary tissue (including bathroom tissue, paper towels 

• EPA-Designated Products (CPG Items) Typically Acquired by 

Purchase Card 

Green Procurement 
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Exceptions 

• According to the regulations, we must purchase designated 

items with recycled or biobased content, except when the 

product:  

 

– Is available only at an unreasonable price 

– Will not meet reasonable performance standards 

– Is unavailable within a reasonable timeframe or at a 

sufficient level of competition 

– Basis for exceptions must be documented prior to seeking 

 alternatives 

         

 

Green Procurement 
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Improper Use Of  

The GPC 
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Top 10 Prohibited Uses 

 

1.   Betting, Casinos, Gaming Ships and Off  Track Betting. 

2.   Timeshare rental. 

3.   Dating and Escort Services. 

4.   Financial Institutions. 

5.   Bail and Bond Payments. 

6.     Jewelry Stores 

7.   Court Costs, Alimony and Child Support 

8.   Fines 

9.   Pawn Shops 

10.   Antique Stores 
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• NO Split Purchases 

• NO Purchases Over Dollar Limits 

• NO Cash Advances 

• NO I.T. purchases without CAPR Form 

• NO THIRD PARTY (Pay Pal, Ebay, I-bill) (Without written MICC 
Approval)  

• NO Rental Or Lease Of Land Or Buildings For Term Longer 
Than One (1) Month authorized 

• NO Telecommunication SERVICES/EQUIPMENT  (I.E., Can 
Not Change DSN To A Commercial Company.)  

• NO Personal Charges 

• NO airline, bus or other related travel tickets 

 

 

 

 Unauthorized Credit Card Purchases 
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          Unauthorized Credit Card Purchases 

• NO coffee, juice, bottled water services or other food items  

• NO yard maintenance or janitorial services 

• NO meals and lodging. For emergencies contact your 

comptroller during duty hours. After duty hours contact your 

comptroller through the SDO  

• NO  Christmas or other holiday decorations 

• NO GIFTS or GIFT CARDS 

• NO agreements to test supplies or services  

• NO on ANYTHING Non-Mission 

 

Still not sure? Contact  MICC - Fort Polk, GPC Team (337) 531- 

2322 or 531- 4236 
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• You may not use the GPC to purchase anything for an 

Organizational Day.   

 

• The GPC may only be used to purchase supplies and services 

that directly support the mission of your unit. 

 

 

 

 

 

 

 

 

 

Organizational Day 



UNCLASSIFIED 

UNCLASSIFIED 

 

• Generally will not be able to purchase items for these events – 

they are considered social events 

 

• Mementos – NO 

 

• Programs – NO (AR 25-30) 

 

• Exceptions – General Officer’s Protocol Funds or Unit Funds 

(MWR) if allowable with those funds 

 

Military Balls, Dining In/Out 
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• Will not be able to purchase ammunition on the GPC. 

 

• Title 10, U.S. Code (USC), Title 31 USC, and Defense Finance 

and Accounting Service-Indiana Manual 37-100 (DFAS-IN 37-

100) prohibit Army units from using funds for other than their 

intended purpose and specify that munitions may be purchased 

only with procurement ammunition, Army (PAA) funds or missile 

procurement, Army (MIPA) funds, which are controlled at 

HQDA. It is a Federal offense for units to procure munitions 

using anything other than PAA or MIPA funds. 

 

Ammunition 
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Unauthorized Commitments 

• Occurs when someone other than a Contracting Officer or their appointed designee 

commits government funds. 

 

• UAC’s usually occur due to urgency of need or failure to know and follow proper 

requisition procedures. 

 

• UAC’s must be ratified before a vendor/contractor can be paid. 

 

• Ratification involves numerous individuals; including the first 0-6 or equivalent in chain of 

command, and depending on dollar value could be elevated to the first GO (over $10K). 

 

• Ratifications gain individual adverse notoriety, embarrass the command and in some 

situations can result in Anti Deficiency Act (ADA) violations. 

 

• Individual making the UAC can be held financially responsible if Fair and Reasonable 

pricing cannot be made. 

 

• Command emphasis is the key to stopping UAC’s. 

 

• When in doubt as to your authority, call MICC Ft Polk GPC Team 337-531-2322/4236. 
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AFARS 5113.270-90 Use of the Government-wide commercial 

purchase card. 

 

(b) Cardholders shall not break down (split) requirements 

aggregating more than the micro-purchase threshold into several 

purchases merely to avoid any requirement that applies to 

purchases exceeding the micro-purchase threshold. 

 

 

 

 

Split Purchases 
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What is a split purchase? 

 

“Splitting” generally involves the willful reduction of a requirement 

which could be purchased from the same merchant in an effort to 

keep the total price of the purchase below the cardholder’s single 

purchase threshold. Typically, the known needs of a unit/activity 

by the cardholder at the time of the purchase constitutes the 

requirement.  

 

In other words…..  

 

“Known requirements of like items at the time of purchase cannot 

exceed the threshold 

Split Purchases 
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Purchases Shall Not Be Split….   

 

…..to stay below the micro-purchase threshold of $3,000.00 for 

supplies, $2,500.00 for services, and $2,000 for construction. 

  

• Purchases made from different vendors 

• Purchases made on different days 

• Purchases made by different Cardholders 

 

...In some circumstances, the individual(s) making and or 

authorizing the Split Purchase can be held financially liable or 

responsible for payment to the vendor. 

 

 
 

Split Purchases 
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Split Purchase EXAMPLE # 1 

 

• A single Cardholder makes multiple purchases of the same 

item from the “same merchant on the same day”…  

AND 

• the total exceeds the single purchase limit  

AND 

• the total requirement was known at the time of the first 

purchase.  

 

Split Purchases 
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Split Purchase EXAMPLE # 2 

 

• A single Cardholder is given a list of items to purchase on 

Monday morning that totals  $3,550.00 …  

The Cardholder goes to a “single merchant multiple times” to 

purchase the items… 

 Cardholder goes to “Joe’s Hardware” on Monday morning 

and makes one buy for $2,800.00  

 Cardholder goes to “Joe’s Hardware” on Monday 

afternoon and buys the remaining items spending 

$750.00. 

Split Purchases 
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Split Purchase EXAMPLE # 3 

 

• A single Cardholder purchases the same/similar item(s) from 

multiple merchants on the same day, the total exceeds the single 

purchase limit and the total was known at the time of the first 

purchase.  

 

 On Monday morning the CH makes one charge for 

$2,800.00 at Joes Hardware and Gifts 

 

 On Monday afternoon the CH makes another charge for 

$750.00 at Skipper & Gilligan Supply 

 

 

 

Split Purchases 
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Liability 
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• Misuse – Failure to use the GPC properly but not for personal gain. 

 

• Abuse – Use of GPC, or disposition of property purchased with the card that 
falls short of complex fraud but is conducted for personal gain (e.g. making 
unauthorized cash advances, purchasing items solely for personal purposes, 
selling or pawning items with the GPC). 

 

• Fraud – Misconduct motivated by personal gain, but carried out through the 
acts of deception designed to defeat accountability controls (e.g. kickbacks 
from the vendor, conflict of interest, schemes involving the CH and AO). 

 

• In the event of Fraud on the GPC or if the Cardholder has either lost the card 
or if it has been stolen, immediately contact the Billing Official then US Bank 
and finally the MICC Fort Polk GPC Team.  

 

 

 

Misuse, Abuse, and Fraud 
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2-5. Liability of the Government, Cardholders, and Billing Officials  

 

 a. Use of the GPC by an authorized Cardholder to make an 

unauthorized purchase is the liability of the Government. However, the 

installation/organization is responsible for taking appropriate action against the 

Cardholder.  

 

 b. The intentional use of the GPC for other than official Government 

business may be considered an attempt to commit fraud against the U.S. 

Government. 

 

 

Army GPC Operating Procedures 

 

Liability 
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Billing Officials are Financially Liable  
 

• Billing Officials are required to review their cardholder’s reconciled documentations. 

 

• Please be advised that audits, inspections, and investigations of cardholder 

reconciled credit card files are the responsibility of the BO. Failure to do so may 

result in financial and disciplinary actions.  

 

• All accountable officials are required to comply with DoD regulations, policies, and  

procedures, including standard operating procedures. Failure to act in accordance with 

such regulations, policies, and procedures is generally considered evidence of  

negligence. 

 

•    Following orders from superiors that are contrary to regulations, policies, and 

procedures, is no defense to negligence or bad faith. A heavy workload or a lack of 

experience, supervision, or training, is not a factor in determining relief from liability.  

 

 

 

 

Liability 
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• Cardholder (CH):  Liable to the Government for amount of any non-approved 
purchase. (Fine of not more than $10K or imprisonment for not more than 5 
years or both, 18 USC 287) 

 

• Billing Official (BO):  By certifying the billing statement, pecuniary liable for 
improper payments resulting from misuse/abuse. 

 

• Military:   Subject to UCMJ  

 

• Civilian Employees:  Suspension of employment, termination, Court 
 

 

Liability 
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Program 

Setup 
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Program Setup 

• Mandatory Appointment Requirements for Billing Officials (BO), 

Cardholders (CH) and Resource Managers (RM) 
 FP Form 202 (CH)  

FP Form 203 (BO/ALTBO) 

 DD Form 577 (BO/ALTBO) block 17 must be signed in BLUE INK 

 Appointment Letter signed by CDR, MICC – Fort Polk (BO/ALTBO and CH) 

 * DAU Overview of Acquisition Ethics (CLM 003 Annually), DoD GPC Training 

(CLG 001 Initial and CLG 004 Bi-Annually) https://learn.dau.mil (BO/ALTBO and 

CH) 

 * Access Online US Bank Training https://wbt.access.usbank.com  

(BO/ALTBO and CH) (all lessons required to be taken) 

 * Section 508 Micro-Purchase https://www.section508.gov/index.cfm  (BO/ALTBO 

and CH) 

 * SmartPay, GSA Training https://training.smartpay.gsa.gov/  (BO/ALTBO and 

CH) (Every 3 years) (PURCHASE CARD not TRAVEL CARD) 

 * Resident MICC Fort Polk GPC Training (Bi-Annually(BO/ALTBO and CH)  

 * Certifying Officer Legislation Training  (BO/ALTBO)    

https://dfas4dod.dfas.mil/training/Courses/COLBasics/index.html 

           * Certificate of Completion is required * 

 

https://learn.dau.mil/
https://wbt.access.usbank.com/
https://www.section508.gov/index.cfm
https://training.smartpay.gsa.gov/
https://dfas4dod.dfas.mil/training/Courses/COLBasics/index.html
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Mandatory  

Sources 
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          Mandatory Sources 1 of 3 

8.002 Priorities for Use of Government Supply Sources. 
(a) Except as required by 8.003, or as otherwise provided by law, agencies shall 

satisfy requirements for supplies and services from or through the sources and 

publications listed below in descending order of priority – 

 

(i) Agency inventories; This refers to other organizations on the installation which 

may possess excess inventories of a particular item and to stock items maintained  

by various Army Supply Points (FEDLOG).  A supply item must first be determined 

not available in the Federal Supply System. The activity must first inquire with the 

Supply Support Activity (SSA) for requisitioning of a supply item. If an item is 

available through FEDLOG the activity/unit must order the item through the SSA or 

provide documentation that the SSA cannot order the item and why.  The Requiring 

Activity must provide proper Acquisition Advice Code (AAC) for reasoning why an 

item cannot be ordered through the Army Supply System or documentation that 

research in FEDLOG or WEBFLIS shows the item is not available in the supply 

system.  See AR 710-1 Appendix D for list of AACs. Access to FEDLOG and 

WEBFLIS is available by registering at the Logistics Information Warehouse at 

https://liw.logsa.army.mil/.  

 

https://liw.logsa.army.mil/
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          Mandatory Sources 2 of 3 

 

(ii)  Excess from other agencies (see Subpart 8.1); 

(iii) Federal Prison Industries, Inc. (see Subpart 8.6); Referred to as UNICOR. 

This organization is a self-sustaining, self-funded corporation established in 1934 by 

executive order to create a voluntary real-world work program to train federal 

inmates.  It is a good source for clothing and textiles, office furniture, and industrial 

products.  Web Site:  www.unicor.gov 

(iv) Supplies which are on the Procurement List maintained by the Committee 

for Purchase From People Who Are Blind or Severely Disabled (see Subpart 

8.7); National Industries for the Blind (NIB), also referred to as AbilityOne. Created 

in 1938, this organization employs individuals who are legally blind to produce 

supplies routinely stocked by Government agencies. Most of the products have a 

National Stock Number (NSN). Product categories include office supplies, cleaning, 

food service, hardware, bedding, personal care/safety, and medical.  Web Site:  

http://www.abilityonecatalog.com/  National Industries for the Severely Handicapped 

(NISH). This organization employs individual who are severely handicapped to 

provide various types of services to the Government.  Like NIB, NISH also 

manufactures some stock numbered products. Web Site: www.nish.org   

 

https://www.gsaadvantage.gov/images/products/GS-07F-9430S/EEPS_2049_733350.GIF
https://www.gsaadvantage.gov/advgsa/advantage/information/page.do?BV_UseBVCookie=Yes&keyName=UNIT_DEFINITIONS&uom=
http://www.unicor.gov/
https://www.gsaadvantage.gov/advgsa/advantage/information/page.do?BV_UseBVCookie=Yes&keyName=UNIT_DEFINITIONS&uom=
https://www.gsaadvantage.gov/advgsa/advantage/information/page.do?BV_UseBVCookie=Yes&keyName=UNIT_DEFINITIONS&uom=
http://www.abilityonecatalog.com/
http://www.abilityonecatalog.com/
http://www.nish.org/
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         Mandatory Sources 3 of 3 

 

(v) Wholesale supply sources, such as stock programs of the General Services 

Administration (GSA) (see 41 CFR 101-26.3), the Defense Logistics Agency (see 41 

CFR 101-26.6), the Department of Veterans Affairs (see 41 CFR 101-26.704), and 

military inventory control points; 

(vi) Mandatory Federal Supply Schedules (see Subpart 8.4); The Federal Supply 

Schedule program is also known as the General Services Administration (GSA) 

Schedules Program or the Multiple Award Schedule Program.  The Federal Supply 

Schedule program is directed and managed by GSA and provides Federal agencies 

with a simplified process for obtaining commercial supplies and services at prices 

associated with volume buying.  It’s a great way to find pricelists at volume discount 

“wholesale” prices rather than retail prices for other supplies and services offered to 

the public on the Internet.  Their pricelists can be used as part of your market 

research prior to using your Government Purchase Card or initiation of a Purchase 

Request (suggested vendors) via GFEBS.  

(vii) Optional use Federal Supply Schedules (see Subpart 8.4); 

(viii) Commercial sources (including educational and nonprofit institutions). 

 

 

 

https://www.gsaadvantage.gov/advgsa/advantage/catalog/product_detail.do?BV_UseBVCookie=Yes&oid=321802474&itemIndex=-1
https://www.gsaadvantage.gov/advgsa/advantage/information/page.do?BV_UseBVCookie=Yes&keyName=BUSINESS_IND
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  DLA WebFLIS  
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  DLA WebFLIS  

Search all items 

To see if one meets 

the need of the 

Government 
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  DLA WebFLIS  
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  DLA WebFLIS  
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• Items with National Stock Numbers (NSN) must be purchased 
from the supply system unless requirements cannot be met.  If 
FedLog shows AAC of “L” you may purchase locally without 
other approvals, otherwise if a Centrally Managed Item you 
must receive a waiver from the Item Manager prior to procuring 
locally.  Attach printout from FedLog or Item Manager Waiver to 
GPC Purchase Order Request. 

 
•   Refer to the following Army Regulations  

AR 710-2, Supply Policy 
AR 735-5, Policies and Procedures for Property Accountability 

 

• Department of Heraldry items:  Flags, Guidons and Streamers. 
– Request items on GPC Purchase Order Request 

– Attach any waiver to GPC Purchase Order Request 

 

 

Supply Purchases 
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  UNICOR  

 How to Order Phone:  
Contact our Customer Service Center at (800) 827-3168 

     Fax: (859)  254-9048 
 

 How to Order Online 
Request for Quote (must be registered with USER ID and password.          

 Why Specify UNICOR Products? 
      Eliminates 3-Quote Purchasing Requirements 
      Competitive Pricing with GSA 
      National Sales Coverage 
      Single Requisition for Products and Services 
      Online Order Status and Tracking 
      One Stop Shopping 

  http://www.unicor.gov// 

http://www.unicor.gov/forms/quoterequest/form_quoterequest.cfm?bgroup=off
http://www.unicor.gov/
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  UNICOR  

 Convenient Payment Methods for Military & Civilian Agencies 

 

         * DD 448 - MIPR (Military Interdepartmental Purchase Request) 

         * Standard FEDSTRIP/MILSTRIP System 

         * MOA (Memorandum of Agreement) 

         * MOU (Memorandum of Understanding) 

         * DD 1149 OR SF 1449- Purchase Order = over the micro-purchase limit (GFEBS) 

         * DD 1155 Order for Supplies and Services 

         * OF 347- Order for Supplies and Services, SF-1 Form 

         and of course the --------- Federal Government Credit Card 

 Waiver Processing 
On-Line Waiver Request Form 
General Waiver Information 
Waiver Requests by Mail/FAX 

http://www.unicor.gov/shopping/waivers/HelpWithRequest.asp
http://www.unicor.gov/shopping/waivers/HelpWithRequest.asp
http://www.unicor.gov/shopping/waivers/HelpWithRequest.asp
http://www.unicor.gov/information/purchasing_made_simple/genwaiver.cfm
http://www.unicor.gov/information/purchasing_made_simple/subwaiver.cfm
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  UNICOR  

 • Purchases Totaling $3,000 or Less 

The FPI Board of Directors announced its decision to increase the blanket waiver relating to small dollar 

value purchases from the previous threshold of $2,500 to a threshold of $3,000, effective April 12, 2007. 

Customers may, however, still purchase from FPI at, or below, this threshold, if they so choose. No waiver is 

required to buy from an alternative source.  
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Ability One 

    The Javits-Wagner-O’Day (JWOD) program was 

established by Congress  in 1971 to increase employment 

and training opportunities for people who are blind or have 

other severe disabilities. 

FACTS: 

• Over 17 Million Americans Have Severe Disabilities 

• Unemployment Near 70% for this population demographic 

 

WOUNDED WARRIOR: 

• 3,300 veterans; of those, about 1,600 have significant disabilities employed 

through Ability One in FY2010 
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Ability One 
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• Base Supply Store 

– Mandatory source for general office supplies and other 

items that are on the Procurement List  

http://www.abilityone.gov/documents/2008/Distribute/bs

c-list.pdf  

– Ability One Products will be marked with the Ability One 

    logo 

 

 

– Be advised that the Base Supply Store stocks many non 

Ability One products that must be treated as an open 

market commercial item. 

 

SSSC Base Supply Store 

http://www.abilityone.gov/documents/2008/Distibute/bsc-list.pdf
http://www.abilityone.gov/documents/2008/Distibute/bsc-list.pdf
http://www.abilityone.gov/documents/2008/Distibute/bsc-list.pdf
http://www.abilityone.gov/documents/2008/Distibute/bsc-list.pdf
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DoD EMALL 

TUTORIAL 
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 DoD EMALL Tutorial 
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 DoD EMALL Tutorial 
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 DoD EMALL Tutorial 
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 DoD EMALL Tutorial 
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Click this box if you have a 

Government Purchase Card or 

authority to spend money on 

behalf of your organization.  

This will make you an orderer. 

 DoD EMALL Tutorial 
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If you checked the box to have 

authority to spend funds, follow 

instructions to register as an Orderer.   

 DoD EMALL Tutorial 
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Please enter credit 

card number and 

expiration date 

All fields marked with an 

asterisk(*) are required for 

further processing 

 DoD EMALL Tutorial 
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If you do not know your 

DODAAC or UIC, click on 

“Look-up DODAAC by Zip 

code” link if so populate it 

here 

 

 DoD EMALL Tutorial 
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Enter DODAAC 

or UIC from look-

up table 

 DoD EMALL Tutorial 
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Select desired optional 

selections and click 

“Continue” for further 

processing 

Follow step-by-step 

rules when creating an 

Account Name and 

Password 

 DoD EMALL Tutorial 
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Here you will see if you 

made a data entry error and 

in this case the Credit card 

information entered was 

invalid.  

Once you have 

made your 

corrections click 

on the Continue 

button  

Click on the Go Back 

button to make 

corrections  

 DoD EMALL Tutorial 
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Review your 

information for 

accuracy 

 DoD EMALL Tutorial 
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 If correct, click 

the “Continue” 

button to create 

your account. 

 DoD EMALL Tutorial 
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Click “Continue” to go 

to the Special 

Permission page. 

This statement 

Indicates you have successfully 

registered as an Orderer 

You will also receive a 

Confirmation email.  

 DoD EMALL Tutorial 
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The tab highlighted lets you know 

where you are in your registration 

process.  You will not need to 

request any Special Permissions.  

 DoD EMALL Tutorial 
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Fill out 

requested 

information 

Save Time! 

By filling in the “Express Settings” once  DOD EMALL will 

automatically fill in your data each time you checkout. You can 

come back to this page at a later time if you don’t wish to enter 

information now. 

 DoD EMALL Tutorial 
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If you have chosen not to 

fill out Express Checkout 

settings at this time, click 

on “Cancel” 

To save 

information click 

“Finish” 

 DoD EMALL Tutorial 
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You have completed the 

Registration Process.  You 

are now ready to login and 

begin your DOD EMALL 

shopping experience. 

 

 DoD EMALL Tutorial 
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Please view other EMALL On-Line Tutorials: 

Registration 

Account Options 

Searching Catalog and Results 

Power Shopping 

Your Shopping Cart 

Checkout Options 

And MORE… 

 

 

 

 

 

 

If you need assistance 

please call 

EMALL Help Desk 

DOD EMALL Customer 

Service Only:  

1-877-DLA-CALL 

1-877-352-2255  

OCONUS Users  

1-269-961-7766 

DSN 661-7766  

 

Email 

 DLAcontactcenter@dla.mil 

  

 

 DoD EMALL Tutorial 

mailto:DLAcontactcenter@.dla.mil
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GSA Global 

www.GSAGlobalSupply.gsa.gov  

Orders from GSA Global Supply are REQUISITIONS not procurements. 

http://www.gsaglobalsupply.gsa.gov/
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GSA Advantage 
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• 300,000 items; including tools, office supplies, and janitorial products. 

• 2,600 ABILITY ONE/SKILCRAFT items 

 

• Easy Compliance 

• Regardless of order size or dollar volume 

• FAR, Ability One, Executive Orders:  we do the work 

No need to solicit multiple sources – place a requisition 

 

• Look for the Icon  

 Identifies our items on GSA Advantage!®   

 Sign of easy compliance, “Ability One Guaranteed” and other 

program benefits 

 

 

GSA Advantage Products 
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GSA Advantage Products 
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• Phone: 800-488-3111 

 

• Fax:  816-926-6952 

 

• E-Resolve: 

 https://apps.fas.gsa.gov/cops/ncsc/ 

 

 

   

 

 

GSA Advantage Customer Service 

https://apps.fas.gsa.gov/cops/ncsc/
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Computer Hardware Enterprise Software & Solutions 
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  Purchase of Computer Equipment, Hardware & Software 

 

PRIOR to purchase, cardholders are required to obtain an approved Capability 

Request (CAPR) from NEC for the following equipment: Any equipment that  

emits radio waves, computers, switches, printers, hard drives, fax machines, 

scanners, digital cameras, servers, monitors, projectors, digital senders, TVs, 

routers, Networking Devices, KVM Switches, copiers. Attach the Capability 

Request (CAPR) to the GPC Purchase Order Request. 

 

Commercial off the shelf (COTS) Computer Software, Desktops, 

Notebook Computers,  Routers, Servers, Printers (All I.T.  

Equipment) must be purchased from CHESS regardless of cost. A CHESS 

waiver is required prior to purchasing these items outside of these agreements.  

 

CHESS Website: https://chess.army.mil  

 

https://chess.army.mil/
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     Competition  

FAR 13.104 -- Promoting Competition - The contracting officer [Cardholder] must promote competition to the 

maximum extent practicable to obtain supplies and services from the source whose offer is the most 

advantageous to the Government. 

(a) The contracting officer [Cardholder] must not – 

(1) Solicit quotations based on personal preference; or 

          (2) Restrict solicitation to suppliers of well-known and widely distributed makes or brands. 

(b) Maximum practicable competition ordinarily can be obtained by soliciting quotations or offers from sources 

within the local trade area. Cardholder are to consider solicitation of at least three sources to promote competition 

to the maximum extent practicable. Whenever practicable, request quotations or offers from two sources not 

included in the previous solicitation. 

 

FAR 13.106 -- Soliciting Competition, Evaluation of Offers, and Documentation. 

FAR 13.106.1(a)(2) - When soliciting quotations, the contracting officer [cardholder] shall notify potential offers of 

the basis on which award will be made (price alone or price and other factors).  Contracting officers [Cardholders] 

are encouraged to use best value.  

 

FAR 13.106-2 -- Evaluation of Quotations or Offers 

(a) General - (1) The contracting officer [Cardholders] shall evaluate quotations in an impartial manner; cost of 

transportation charges will be included in the evaluation. 

(2) Quotations shall be evaluated on the basis established in the solicitation 

(3) All quotations shall be considered 
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FAR 13.106-3 -- Award and Documentation. 

(a) Basis for award. Before making award, the contracting officer [Cardholders] must determine that 

the proposed price is fair and reasonable. 

(1) Whenever possible, base price reasonableness on competitive quotations or offers. 

(2) If only one response is received, include a statement of price reasonableness in the contract 

file. The contracting officer [Cardholders] may base the statement on -- 

(i) Market research; 

(ii) Comparison of the proposed price with prices found reasonable on previous purchases; 

(iii) Current price lists, catalogs, or advertisements. However, inclusion of a price in a price list, 

catalog, or advertisement does not, in and of itself, establish fairness and reasonableness of the 

price; 

(iv) A comparison with similar items in a related industry; 

(3) Occasionally an item can be obtained only from a supplier that quotes a minimum order price or 

quantity that either unreasonably exceeds stated quantity requirements or results in an 

unreasonable price for the quantity required. In these instances, the contracting officer 

[Cardholders] should inform the requiring activity of all facts regarding the quotation or offer and ask 

it to confirm or alter its requirement. The file shall be documented to support the final action taken. 

 

 

     Award and Documentation  
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(b) File documentation and retention. Cardholders shall retain data supporting purchases for 

management review purposes.  The following illustrate the extent to which quotation or offer 

information should be recorded: 

(1) Oral solicitations. The contracting office [Cardholders] should establish and maintain records 

of oral price quotations in order to reflect clearly the propriety of placing the order at the price 

paid with the supplier concerned. In most cases, this will consist merely of showing the names 

of the suppliers contacted and the prices and other terms and conditions quoted by each offer. 

(2) Written solicitations. For Micro-Purchase limit written records of solicitations or offers to 

notes or abstracts to show prices, delivery, references to printed price lists used, the supplier or 

suppliers contacted, and other pertinent data.[such as date of quote, person name that quoted 

information, delivery charge, etc] 

(3) Special situations. Include additional statements -- 

(i) Explaining the absence of competition if only one source is solicited  

(ii) Supporting the award decision if other than price-related factors were considered in 

selecting the supplier. 

 

ANY WAVIERS OR DOCUMENTATION RECEIVED FROM SJA, DPW, NEC, DAPS, 

VENDORS, MICC-GPC DIVISION, must be kept with the buy (purchase).  A purchase request 

is required to be with each buy (purchase) and a purchase log must be kept monthly or by FY.   

     Award and Documentation  
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     Registration and Training  

US Federal 

Clients 

1-888-994-6722 

701-461-2232 

YOU MUST REGISTER FOR THE WBT TRAINING,  IF YOU DO NOT 

REGISTER YOU WILL NOT BE ABLE TO PRINT A CERTIFICATE 
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     Registration and Training  

• Approximately 33 lessons for BO’s and ALTBO’s 

 

• Approximately 13 lessons for CH’s 

 

• Approximately 33 lessons for RM’s 

 

• WHEN YOU PRINT OUT YOUR FINAL CERTIFICATE IT  

SHOULD HAVE ALL LESSONS TAKEN PRINTED ON IT 

 

• A PASSWORD IS NEEDED TO ENTERED INTO THE TRAINING 

 

• THIS PASSWORD CHANGES EVERY 60 DAYS 

 

• BO’S HAVE A DIFFERENT PASSWORD THAN THE CH’S 



UNCLASSIFIED 

UNCLASSIFIED 

  Useful WebPages  
 

 

 

MICC-Fort Polk GPC –  

http://www.jrtc-polk.army.mil/DOC/index.htm 

 

 DAU –  

https://learn.dau.mil 

   

Section 508 Training –  

http://www.section508.gov/index.cfm  

 

GSA Smart Pay Training – 

 https://training.smartpay.gsa.gov/   

  

 UNICOR –  

https://www.unicor.gov/ 

 

GSA Advantage – 

https://www.gsaadvantage.gov/advantage/main/start_page.do 

  

 DoD Emall – 

 https://dod-emall.dla.mil 

  

 FAR –  

http://farsite.hill.af.mil 

 

  

 

 

 

NSA Number Search – (531-6731/2886) 

 http://www.dlis.dla.mil/webflis/pub/pub_search.aspx 

 

GSA E-Library –  

http://www.gsaelibrary.gsa.gov/ElibMain/ElibHome 

  

GSA Global Supply – 

https://www.gsaglobalsupply.gsa.gov/advantage/information/page.do? 

keyName=GGS_ABOUT_GGS 

 

Interagency Contract Directory (ICD) - 

https://www.contractdirectory.gov/contractdirectory/ 

 

Small Business Size Standards - 

http://www.sba.gov/content/small-business-size-standards 

    

Access WBT Training 

https://wbt.access.usbank.com/  

 

Ability One –  

http://www.abilityone.gov/index.html 

 

 

 

 

 

 

http://www.jrtc-polk.army.mil/DOC/index.htm
http://www.jrtc-polk.army.mil/DOC/index.htm
http://www.jrtc-polk.army.mil/DOC/index.htm
https://learn.dau.mil/
http://www.section508.gov/index.cfm?FuseAction=RegisterUniverse
https://training.smartpay.gsa.gov/
https://www.unicor.gov/
https://www.gsaadvantage.gov/advantage/main/start_page.do
https://dod-emall.dla.mil/
https://dod-emall.dla.mil/
https://dod-emall.dla.mil/
http://farsite.hill.af.mil/
http://www.dlis.dla.mil/webflis/pub/pub_search.aspx
http://www.gsaelibrary.gsa.gov/ElibMain/ElibHome
https://www.gsaglobalsupply.gsa.gov/advantage/information/page.do?keyName=GGS_ABOUT_GGS
https://www.gsaglobalsupply.gsa.gov/advantage/information/page.do?keyName=GGS_ABOUT_GGS
https://www.gsaglobalsupply.gsa.gov/advantage/information/page.do?keyName=GGS_ABOUT_GGS
https://www.contractdirectory.gov/contractdirectory/
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
http://www.sba.gov/content/small-business-size-standards
https://wbt.access.usbank.com/
http://www.abilityone.gov/index.html


UNCLASSIFIED 

UNCLASSIFIED 

FedBid 

 

FedBid 
Client Services 

877.933.3243 

ClientServices@FedBid.com 
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mailto:ClientServices@FedBid.com
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FedBid 

• FedBid is a fully-managed online marketplace 

proven to optimize how governments, businesses 

and educational institutions buy the goods and 

services they need to keep their organizations 

running. 

• In 2012, Buyers using FedBid’s online marketplace 

realized $142 million+ in savings. They reduced the 

cost of procurement operations and improved 

overall spend management and purchasing 

efficiency. 

 

110 

http://www.fedbid.com/buyers
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FedBid Cont’d 

• FedBid states: 

• With just a few clicks, you have the power to: 
• Increase Savings and Efficiency: From our current family of 60,000 

qualified Sellers our market operations team sources the best, qualified 

organizations the goods and simple services you need. Based on your 

specifications our managed online marketplace drives competition to get 

you the lowest price possible. 

• Maximize Small Business Utilization: Our buying process makes it easy 

to source to regional and national small or traditionally underrepresented 

businesses. In fact, nearly 80% of buys awarded through FedBid are won 

by small businesses. 

• Purchasing through FedBid maximizes your buying power, delivering 

double-digit savings while reducing time and administrative costs. 

• Plus, it’s risk-free. No upfront costs are involved, there’s no set-up, 

installation and there’s never any obligation to buy.  

•  
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US Bank 

Access Online (AXOL) 

Certification Process 
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Cardholder and Billing Official Training 

https://access.usbank.com 

 

 

Introducing Access® Online 

https://access.usbank.com/


UNCLASSIFIED 

UNCLASSIFIED 

Organization Short Name: Army 

User ID 

Password 

 

          Logging In 

https://access.usbank.com   

army 

https://access.usbank.com/
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Your Unique User Name and Password 

• Billing Officials (BO): Turn forms in with request for user name 
and password.  

 

• You are the only individual authorized to use your user name 
and password.  There are no exceptions! 

 

• Prime billing officials and alternate billing officials will have 
separate user names and passwords.  If you do not have an 
alternate, then you will always need to be available to process 
your monthly billing statements until an Alternate is appointed.  

 

• Cardholder: Once card is received, you will need to self register 
and complete on-line registration. 
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Viewing Transactions 

Account Link to List of 

Transactions 

Link to Transaction List 
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Transaction List 

Card Account Summary 

Search Criteria 

Transaction List 
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Creating a Manual Order in AXOL 

Order Date:  This will  

be the date that the 

order was actually 

placed, not the date 

that the Manual Order 

Is created. 

Requestor Name:  This 

will be the name of the 

person that requested 

the item(s) be 

purchased. 
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Creating a Manual Order in AXOL 

This will be the total 

amount of the order. 

Put in the Name of the 

vendor you made the 

purchase from. 

Check this box when 

you have either a 

credit or a rebate. 
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Creating a Manual Order in AXOL 

Use if additional 

comments are needed. 
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Creating a Manual Order in AXOL 

Click save when you 

are finished. 
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Order Management 
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Matching Multiple Orders and Transactions  

Match to 

Order button 
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Transaction Final Approval  
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Statement  Approval  

Totals are for the 

account, not the 

selected cycle. 
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        Transaction Final  Approval  
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       Managing Account Certification  
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 Manufacturer 

 Rebates and Tax Exempt 

 

 

 

Manufacturer Rebates are the property of the U.S. 

Government. Rebate checks shall be made out to the 

U.S. Treasury and not individuals.   
 

If property is offered in lieu of a Rebate check, the property 

belongs to the U.S. Government. 

    

• All purchases with the GPC Visa Credit Card are tax exempt. 

• Card is embossed with tax free and cardholder name. 

• Tax charges may not be disputed to bank.  
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          Proof of Purchase 

• All purchases (whether over the counter, by fax, or the 
telephone) requires proof of purchase. Packing slips are not 
considered proof of purchase.  Emails must state invoice 
or receipt to be considered proof of purchase. 

 
– If lost or not received you can contact the Merchant to obtain a copy or 

process a dispute, that you recognize the charge, but need a sales 
draft. 

 

– If your still unable to obtain a sales receipt, contact the MICC Credit 
Card Team. 
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 Independent 

 Receipt and Acceptance 

 

 

 

• Independent (someone other than the cardholder) receipt and acceptance 
of supplies and services provides reasonable assurance that the 
organization actually received what it is paying for.   

• The inclusion of independence in the receipt and acceptance activity 
significantly strengthens the control by adding separation of duties to the 
activity.   

• The cardholder is responsible for verifying that independent receipt and 
acceptance has occurred.   

• Documentation evidencing independent receipt and acceptance 
would be a signature on the vendor invoice, receipt or shipping 
document, or a warehouse receipt for goods and services provided.   

• When documenting the receipt and acceptance, a comparison must be 
made between the receiving document item description and quantity and 
the actual items received, noting any discrepancies.   

• The cardholder must compare the requirement to the items ordered 
against the actual items received and invoiced.  
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Credits 

• All credits shall be credited back to the cardholder’s 

credit card account. Each transaction shall be a 

complete document trail to the credit card account. No 

in-store credits to purchase items at a later date, no 

cash, etc.   

 

ENSURE that the Government Receives Credits For 

Returned Items, etc.  
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 Purchase Approval 

 

• Cardholders should make every effort to approve their 
purchases in ACCESS 

 

• If the Cardholder is unavailable, the Primary or Alternate can 
approve purchases on behalf of the Cardholder. 

 

• Primary or Alternates are not authorized to provide the 
Cardholder with their unique ID’s and Passwords to approve 
Cardholder purchases. 

Cardholder’s approve purchases or Billing Official’s can 

approve on behalf of the Cardholder  
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Rebates 

 

 

• Billing account cycle ending date will remain the 19th of each 

month (unless the 19th is on a weekend) 

 

• Rebates are based upon how fast the BO processes and pays 

the monthly billing account statement (BAS). 

 

• The rebates are posted as a credit to the cardholder’s account 

at the end of each calendar quarter.  
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REBATES 
  
      On a “quarterly” basis, US Bank issues rebates to cardholders.  It is an actual credit, or “thank 

you,” from US Bank for using the GPC and approving your account on-time.  This is an actual 
transaction that will appear in a cardholder’s transaction log.  There isn’t a physical receipt for 
this transaction  because it’s electronically issued from US Bank. Rebates are calculated by US 
Bank based on how  much a cardholder has spent during the quarter, and how quickly the 
billing official has certified  their account at the end of a billing cycle.  The later you wait to 
certify your account, the lower your  rebates will be.  If you’re a billing official, and you receive 
emails from the GPC office reminding you to certify your account as soon as possible…this is 
why!  Once an account is delinquent,  rebates are forfeited and Fort Campbell loses thousands 
of dollars in rebates each quarter. 

 

REBATE SCHEDULE: 
If you used your GPC during the  following months: Expect rebates to appear in: 

October, November, December   January 

January, February, March    April 

April, May, June     July 

July, August, September    October 
  
      Billing Officials; please be aware that if you have a “closed account” cardholder still listed on 

your account, it is possible that they could receive a rebate.  You must create a “credit order” on  
behalf of the terminated cardholder and match the transaction for them.    Please refer to “HOW 
TO CREATE AN ORDER” guide for further assistance when  creating a “credit order.” 
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Cardholder has received a phone call from a vendor 

wanting to sell toner cartridges at a “discounted” price. 

Can you buy from them if they are not one of the 

vendors on the Army Office Supply BPA? What should 

you do? 

 

 

 

 

 

 

Scenario 1 
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There is a total known requirement of $4,500.00 for new 

compressors and hoses for your unit. Can the 

cardholder make the purchase by placing two orders? If 

not, what other options are available? What should you 

do? 

 

 

 

 

 

 

Scenario 2 
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If an item has a National Stock Number (NSN), what 

must be done prior to making a local purchase? What 

should you do? 

 

 

 

 

 

 

 

 

Scenario 3 
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A cardholder enters into an Unauthorized Commitment 

of funds. Who all is involved to have this ratification 

completed? What should you do? 

 

 

 

 

 

 

 

 

Scenario 4 
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Scenario 5 

 

 

Who can and should you call if you have questions? 
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What Do I Do When I Need Help ???? 
 

IF YOU HAVE ANY QUESTIONS  OR PROBLEMS, PLEASE 

CONTACT: 

 

 MICC FT POLK CREDIT CARD TEAM 

 BLDG 350, WARRIOR TRAIL 

 FORT POLK, LA 71459 

 

(337-531-2322 OR 531-4236) 

  

Help and Assistance? 


